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COMNAVAIRPAC INSTRUCTION 1710.3B

w

ubj: MANAGEMENT OF RECREATION FUNDS AFLOAT

er:

=)

(a) BUPERSINST 1710.11 (Special Services Manual)
(b) NAVSO P-3520 (Financial Management Policies and Procedures for Morale, Welfare, and
Recreation Programs)

(c) NAVCOMPT Manual, Vol. 7, Paragraph 075500
(4) NAVMILPERSCOMINST 1710.3 (Administration of Recreation Programs Afloat)
(e) MAVMILPERSCOMINST 7010.2 (Navy Special Services Recreation Fund Financial Reporting

Procedures)
NAVAUODSYC Audit Program No. 38 (Local Audits of Sh1pboard Recreation Fund Accounts)

f)

g) OPNAVINST 5040.7J (Naval Command Inspection Program)
n) CINCPACFLTINST 5040.2J (Pacific Fleet Command Inspection Program)
i)
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COMNAVAIRPACINST 5040.8 (Command Inspection of Ships)

(j) COMNAVAIRPACINST 5440.15G (Naval Air Force, U.S. Pacific Fleet Organization and
Regulations)

(k) SECNAVINST 7000.22 (Appropriated and Nonappropriated Resources Expended in Support of

Nonappropriated Fund (NAF) Activities; report of

(1) NAVCOMPTNOTE 7200 of 7 Feb 83 (Proupt Payment Act)
{(m) BUPERSINST 7010.7C (Nonappropriated Fund Transactions Entering the International

Balance of Payments)
(n) BUPERSINST 7043.1 (Procurement Handbook for Bureau of Waval Personnel Nonappropriated
Fund Activities)

Encl: (1) Inspection Guide for Administration of Afloat Recreation Funds
{2) Inspection Guide for Management Coordination of Afloat Recreation Funds

1. Purpose. To establish a standard policy within Naval Air Force, U.S. Pacific Fleat, f
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administration of afloat recreation funds and provide procedural gu1dance to both commanding
officers and commanders having immediate unit command (IUC) responsibilities with regard to
these funds.

2. Cancellation. COMNAVAIRPACINST 1710.3A

3. Background. The basic policies, regulut.cws, and procedures for the administration and use
of Navy recreation funds are set forth in reference (a), and gener al financial manage ment policy
and detailed procedures for the accounting for afloat recreation funds are provided i

references (b]j through (d}. Reference {e) contains detailed instructions for the preparation
and forwarding of the Recreation Fund Financial Statement (NAVPERS 7010/2) Rafarance (f)
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provides aud1t1ng procedures for afloat recreation funds. The policy concerning inspections of
afloat recreation/special services is contained in references (g) through (j).

4. Action

a. Ships of Naval Air Force, U.S. Pacific F]eet, ma1ntain1ng unit recreation funds shall
administer and maintain such funds in accordance with the provisions of references {(a) through
(f). Particular attention shall be given to article 607 of reference (a), which delineates

prohibited uses of recreation funds.
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c. COMNAVAIRPAC will conduct, annual]y, inspections of afloat recreation funds, as
specified in reference (d). Enc1osure (1) is a guide for conducting inspections of recreation
funds and recreation services programs.

d. As a part of the Command Inspection Program, COMNAVAIRPAC will inspect immediate unit
commanders (IUC) in the area of administration/coordination of recreation funds/recreation
services. Enclosure (2) contains specific criteria for such inspections.

€. Recreation fund custodians will prepare a statement of operations and net worth at the
end of each accounting period, as prescribed by reference (b). A copy of this statement will be
forwarded to the commanding officer for review.

f. Not specifically addressed by the above references is the need to accurately budget
recreation fund requirements. A budget not only serves as a management and planning tool, but
provides the command1ng officer with the 1nformat1on relative to total recreat1on 1ncome
required for planned recreatlon fund expenditures. The recreation fund budget should be
compiled subsequent to the ship's store financial statement and profit distribution. The ship's
store profit and loss statement should be reviewed regu]ar]y by the special services officer,

vecause the ship's store provides the primary source of income to the recreation fund.

[

3. Commanding officers shall assign the recreation/special services officer and recreation
fund custodian billets in writing, pursuant to reference (a). Personnel assigned to positions

related to the administration of afloat recreation funds should be well qua11f1ed and, if

possible, should have attended the Afloat Recreation Management Training Course conducted by
COMNAVMILPERSCOM (N-11).

5. Reports. Reports required in compliance with references (a) and (e) shall be submitted, as
£ .
1

.
ollows:

a. Annually, all ships will submit the original Recreation Fund Financial Statement
(NAVPERS 7010/2) to the Commander, Naval Military Personne] Command (N- 11) via the
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udl"llll)blﬂbl'c Lunmrkiniucr Larfraier yroup, with Lupy to Llll) acauyuar Lcr:, within 30 uqys after the
close of the fiscal year, as required by reference (e). In addition to the requirement of
reference (e), a quarterly financial statement will be formulated and submitted to COMNAVAIRPAC
(Code 019B), via the administrative commander carrier group, within 30 days after the end of the
CiomdA

. . : PO .
quarter. Reference (e) contains guidance pertinent to the preparation of the Recreation Fund

Financial Statement.

0. The local audit board, in compliance with references (a) through (d), semi-annually will
audit all nonappropriated funds.
(1) If conditions of the recreation fund are not considered satisfactory by a local
audit, the certification required by article 211.3f of reference (a) should not be made.

C. Annually, on 30 September, an appointed board will conduct an inventory on
non-expendable recreation fund property. Quantities counted must be reconciled with quantities
which appear on stock record cards and the dollar value listed on the property/equipment
inventory records. Discrepancies between the physical inventory and property records w4ill be
investigated. Members of the inventory board will be appo1nted in writing by the commanding
officer, pursuant to reference (a).

(1) Recreation property which was purchased with nonappropriated funds should be made
available for transfer to other recreation funds within the immediate area, if required to
deiiver adequate program services. Such transfer shouid be made without reimbursement uniess
prior approval is obtained from COMNAVMILPERSCOM. In the event such transfer is not warranted,
the excess property should be reported to this Headquarters, via the chain of command, for
redistribution, as may be directed within the command. Should such redistribution not be
requirsd, the excess property may be used as trade-in on new equipment or soid to interested
individuals through a sealed bid procedure. Such sales should be offered to program patrons
prior to being offered to non-naval individuals or organizations.

(AN
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{2) Any property which cannot be redistributed by the above procedures will be reported
,to COMNAVMILPERSCOM (N-116).

......
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in the vehvcle(s) remaining in Commander, Naval Military Personnel C

In\!entgr\l and the continued pzymnnf of insurance costs for the vehi

]
trade,

disposal, etc.). Failure to take prompt ‘action to cancel veh1c1e regis stration numbers results
omman

d. Ships deployed during the previous quarter will report by message, those
nonappropriated fund transactions affecting the international balance of payments {(IBOP), to
this Headquarters, to be received no later than 12 days following the close of each reporting

quarter. Reference (m) and Appendix F to reference (b) provides necessary IBOP guidance.

S f
(Code 019B), for the fo

(2) Category VIII - (MPC 811) Navy Chapel Funds to provide the same information as
subparagrapn (1), and include a reconciliation of net worth plus an income statement and balance
sheet for nonappropriated funds.

f. The Office of Management and Budget requires an annual report from the Department of
Defense of the number, dollar value, frequency, and cause of all late payments, and similar data
pertaining to early payments. The provisions of the Act pertain to all morale, welfare, and
‘ecreation activities, and any interest payments incurred as a result of nonappropriated fund

N Operations will be charged to the applicable nonappropriated fund. The specified reporting

requirements in subparagraph 10a of reference {1) pertain only to appropr1ated funds. Reporting
requirements for nonappropriated funds are contained in subparagraph 10b. Ships should submit
required data for recreation funds only. Reports will be based on the total payments subject to

tiie Prompt Payment Act (i.e., total payments to commercial vendors or suppliers), not total
payments without regard to Prompt Payment Act app11cab111ty Data requ1red by reference (1),

the format provided by enclosure (6) to reference (1), should be provided to COMNAVAIRPAC Code
0198, no later than five days from the end of the f1scal year.
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INSPECTION GUIDE FOR AFLOAT RECREATION FUNDS/SERVICES

~—his guide constitutes the only detailed report of this inspection. As such, it should be
retained by the activity for subsequent inspection and utilized in the report of corrective

action if requested by higher authority.

Inspection Date:

Commanding Qfficer:
Executive Officer:

Recreation Services Officer:
Date Assigned in Writing:

Ramsmmastinmn Ciinmd MNiedbads am
nocLwircativil Tunu vusvuuian
Date Assigned in Writing:
Unboard Strength: Officers
Enlisted

N— Enclosure (1)
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This 1ist will be checked a "yes," "no," or "N/A" (not applicable). A1l "no" answers will be

discussed with management and/or commanding officer, as applicable.

YES NO

Are the following references available and current?

(4]
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e
.

Are the Fo?1owing lette
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BUPERSINST 1710.11, Specia

NAVSO P-3520, Financial Management Policies and

Procedures for Morale, Welfare and Recreation Programs

NAVMILPERSCOMINST 1710.3, Administration of Recreation

Programs Afloat

NAVMILPERSCOMINST 7010.2, Navy Special Services

Recreation Fund Financial Report1ng Procedures

NAVAUDSVC Audit Program No. 38, Local Audits of
Shipboard Recreation Fund Accounts

ST 1710.3B, Management of Afloat
A

BUPERSINST 7043.1, Procurement Handbook for Bureau

of Naval Personnel Nonappropriated Fund Activities

NAVCOMPT Manual, Vol 7, Paragraph 075500
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on file? (Ref (a)).

a. Recreation Services Officer
b. Recreation Fund Custodian
C. Recreation Council
d. Recreation Committee
e. Audit Board
f. Establishment of Petty Cash Fund/Change Fund -
g. Letter designating BUPERS Successor in Interest to
Bank Account
Are minutes of the Recreation Counci] and Recreation
Committee meetings accompanied by the Commanding Officer's
comments, on file? (Ref (a), Articles 208 and 209, Appendices

28 and 2C)

Does the Audit Board meet semi-annually to audit the

accounts of the Recreation Fund and when the Custodian

is relieved, and is a copy available?

LR

{Ref ld}, Articie 211.3)
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YES NO

boes the Recreation Services Officer attend the
Recreation Committee meetings? (Ref (a),
Article 209.1)

Article 208.1)

Have the Recreation Services Officer and the Recreation

Fund Custodian attended the Recreation Management
Afioat Course? When?

Cash account is carried as follows:

a. Petty Cash on hand ($ )
Amount authorized by Commanding Officer
(s )

bD. Is the Petty Cash Fund repienished by check
as of the last day of each accounting period?
(Ref (b), Para 511)

¢c. Are dealers' sales slips or receipts obtained
for all payments from the Petty Cash Fund?
{Ref (b), Para 511)

d Avra cianad Datty Cach Vaiirhame [(MAVLANAMDT
de nt < .)Islll:u er\aJ waxii TUULIITT O ViIvAYLUINE
Form 743) used to substantiate each disbursement
from the Petty Cash Fund? (Ref (b), Para 603.4)
e. Cash in Bank (§ } Cash on hand ($ )
f. Have all cash funds been deposited by the last
day of the accounting period? (Ref {b), Para 514.3)

g. Are duplicate slips or bank receipts for all
deposits retained in the files of the fund?
(Ref (b), Para 514.3)

h. Name and location of bank?

k. Are voided checks reattached to the stub and the
signature space cut off? (Ref (b), Para 550)

1. Is the bank insured by the Federal Deposit
Insurance Corporation? (Ref (b), Appendix B)

m. Is the checking account an interest bearing account?

n. Are excess recreation funds earning the highest
interest rate possible?

w
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2.

WL

4.

7.

8.

G.

0.

Are Purchase Orders (NAVCOMPT Form 2213) utilized for

all equipment and supplies purchased commercially

except from the Petty Cash Fund? (Ref (b), Para 603)

Are the Purchase Order forms prenumbered starting

with the beginning of the fiscal year?

(Ref (b), Para 530)

Are liabilities incurred against the fund approved by
the Commanding Officer or his designated representative?

(Ref (a), Article 605)

Is a sufficient balance on hand to meet obligations?
(Ref (a), Article 605)

Are obliyations incurred met within a 30 day period
or less?

Is a record of all nonexpendable property maintained
indicating the total monetary value of listed items?
(Ref (b), Para 571)

Are inventories of fixed assets conducted annually and
consumable property semi-annually by the audit and
inventory board and upon relief of the Custodian?

(Ref (a), Article 211.3d)

Are the d1screoanr1es between physical inventory,
individual property record cards and the
consolidated property records investigated and

AAAAAA aAdA I DAL NDawma ONOY
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Is the Certificate of Disposition (NAVCOMPT Form 2212)
used to dispose of property? (Ref (b), Para 809)

Is all property that is received or dropped recorded
on a Stock Record (NAVCOMPT Form 742-1) or

Property and Depreciation Record (NAVCOMPT Form 742)?
(Ref (b) Para 603)

Are inventory numbers affixed to all property items

by metal tags or other permanent means? (Ref (bj,
Para 571.1)

Are signed Custody Records (NAVCOMPT Form 745)
utilized for all major items of equipment not in actual
custody of the Recreation Custodian, such as TV sets,

radios and lounge furniture? (Ref (b), Para 603.11b)

Are signed Custody Receipts (NAVCOMPT Form 744) obtained by
the person issuing property for temporary periods? (Ref (b),
Para 603.11a)

Are signed copies of the Recreation Fund Financial

Statement (NAVPERS 7010/2) on file? (Refs (e) and (f)})

'

YES

NO
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31.
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34.

(98]
wn

COMNAVAIRPACINST 1710.38

Was the original annual Recreation Fund Financial Statement

forwarded within 30 days after the close of the fiscal

year to the Commander Naval Military Personnel Command
(N-11), via the cognizant immediate unit commander,
with a copy to COMNAVAIRPAC? {Ref {e))

Is a quarterly Recreation Fund Statement (NAVPERS

7010/2) submitted to the Administrative Commander

Carrier Group for review and forwarded to COMNAVAIRPAC
(ATTN: 0198)?

Are proper physica1 safeguards and facilities employed
mmaband Sha Mhaoamen am Dadd.. Naabe C..oda acmd maabe
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receipts? (Ref (b), Para 359)

Is the responsibility for the Petty Cash Fund vested

in one person only? (Ref (b), Para 354)

Is the Custodian independent of the employee collections

from patrons and other receipts? (Ref (b}, Para 354)

Are daily receipts kept separate from the Petty

Cash Fund? (Ref (b), Para 511.5)

Are cash receipts d

uum

(Ref (b), Para 514

Are checks returned by the bank for insufficient funds

controlled and a follow-up maintained?
(Ref (b), Para 514.6)

Are all disbursements, except those from Petty Cash

made by check, issued in numerical sequence, and kept
under maximum security? (Ref (b), Para 550)

man

ecks t gnature acco
t,

approved 1nvowces, evidence of receip
of goods and services? (Ref (b), Para §

iad
nieg
C

Are checks presented for signature ac ompa
and a ceptance
50)

Are the funds checked by surprise counts, conducted

2BTET 100 LOUNLS, LONCLLLEC

by the administrator or his representative?
(Ref (b), Para 513)

Are pre-numbered cash receipt vouchers prepared

in triplicate? (Ref (b), Para 526)

- 2

ifying and signing the bank statement monthly?

b. Verifying and initialing the check record?

Briefly, what is the recreation program of the ship?
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YES

a. List all recreation program opportunities:

b. Is base Recreation Services information obtained

and posted, and are personnel informed of special

FVS e, FPUUSVHINTT 1TV mReU Ul SpcLaian

dwscount t1ckets and passes available to service
personnel?

c. Is a special bulletin board u

se
1nformat1on about recreation facili
schedules, club events, etc.?

d. Does the bulletin board contain pamphlets,

folders and maps of the local community,
outlining facilities and points of interest,

enarial laral event

2
spelia:r 18Ca even uvrs:

e. Is adequate equipment available to support a

variety of leisure interests? (List)

f. Does the Recreation Services Officer conduct periodic

Tsasennm o arhnma hacad Damnwmas sAn Cawmus ~as

riaisvui NlL(I asiiure vascyu KCl—lCdLIUII OUYVI‘.Eb

personnel and the Fleet Recreation Coodinator?

w
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Are Recreation Services vehic
and Cnntro]\ d? {Daf [a) Ar
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es being properly maintained
1 12)
v & 1

Tes in
ticle 1012

The overall condition of the Special Services Fund
is:

Satisfactory Unsatisfactory

(1) AT1 items marked by a NO must be answered
and corrected.
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COMMAND INSPECTION GUIDE

CAD MAMANCMOUT AANDNTMATTINL NAC ACINAT DRCANCATTINM/
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SPECIAL SERVICES FUNDS
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Nonappropriated Fund Management Coordinator:
Date Assigned in Writing:

IUC Responsibility For:



cked a “"yes,” "no" or "N/A" (not applicabie). AlIT *no® answers will be
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YES NO

1. Are the following publications on hand and curre
with all changes properly recorded?

:
o+

a. BUPERSINST 1710.11, Special Services Manual

b. NAVSO P-3520, Financial Management Policies and
Procedures for Morale, Welfare and Recreation Programs

C. COMNAVAIRPACINST 1710.3B, Management of
Afloat Recreation Funds

d. NAVMILPERSCOMINST 1710.3, Administration of

= (R V) avVew,y, NG

Recreation Programs Afloat

e. NAVMILPERSCOM 7010.2, Navy Special Services Recreation Fund

Financial Reporting Procedures.

Amma.s;
AC (.UUIIL)

Shipboard

f. NAVAUDSVC A Program No. 38 local Audits of
R tion Fund

g. OPNAVINST 7010.2B, Administration of Nonappropriated Funds

h. BUPERSINST 7043.1, Procurement Handbook for Bureau
of Naval Personnel Nonappropriated Fund Activities

i. SECNAVINST 5300.22A, Navy and Marine Corps Personnel

Policy Manual for Nnnannrnnr1ated Fund
Instrumentalities (NAFI's)

J. NAVMILPERSCOMINST 5300.1, Commander, Naval Military
Personnel Command Sunn]ement to the Department of

the Navy (DON) Navy and Marine Corps

2 Uage +ma TS CAanmAITnatdnm ace ad &I.~A- AammmAnmT ada ambian hae
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been taken by the subordinate command to correct any
deficiencies noted in the annual inspection?
2. Does the IUC Coordinator review Recreation
Fund Financial Statements to insure compliance
with NAVMILPERSCOMINST 7010.2?
b. Does the IUC Coordinator provide assistance to
subordinate commands concerning Recreation Services

Financial Statements?

C. Are appropriate and efficient files maintained by the
NAF Staff Coordinator concerning the nonappropriated
funds area?

d. Where local nonappropriated fund directives have

been promulgated, are they compatible with guidance
from higher authority?

e. Has the Staff Coordinator attended the NMPC training
courses, workshops or area NAF seminars?



